
New Horizons Crash Courses: Learn in a Hurry

We are excited to bring you new courses, designed with you and your busy schedule in
mind: Crash Courses. Laser-focused sessions delivered in 90 minutes. Key topics, blended
topics, hidden shortcuts, features, and specialized topics asked for by many of our customers. Allowing learners to focus on
what’s meaningful to them in a short period of time.  Crash courses cost $100 each for State of Iowa employees. See the
course list below and enroll in the Learnsoft LMS. Contact PDS@iowa.gov with any questions.

PERSONAL PRODUCTIVITY
● Get Organized! |  May 24, 2022 | 1 p.m. - Learn tips and tricks to help you manage your space, your priorities,

and your Inbox
● Timeless Tools For Time Management |  September 6, 2022 | 1 p.m. - Prioritize your time with goals, rules,

and a new workflow process to help you make the most of your time
● Tools For The Modern Business Writer |  May 24, 2022 | 8 a.m. - Work smarter with tools and ideas to improve

your writing skills

PERSONAL DEVELOPMENT
● Business Etiquette |  September 20, 2022 | 8 a.m. - Learn to put your best foot forward
● Make No Mistakes – Email Etiquette |  June 7, 2022 | 8 a.m. - Learn the tools and rules to avoid sending errant

emails
● Say It Write – Grammar Essentials |  August 16, 2022 | 8 a.m. - Learn the tools and rules for improving your

word choice and write more goodly
● Cybersafe: Staying Safe In A Digital World |  June 7, 2022 | 3 p.m. - Tools you can use on the internet, in your

email, and on social media to stay safe

MICROSOFT OFFICE SUITE
OFFICE 365

● What’s New In Office 365 |  June 22, 2022 | 1 p.m. - Learn the newest features in Office 365
● Office 365 Online | July 19, 2022, | 1 p.m. - Take a tour of Office 365, key apps, and how to collaborate

effectively
● Office 365 Productivity Apps |  August 16, 2022 | 1 p.m. - Learn some of the more powerful apps within Office

365 and Teams

TEAMS
● Tackling Teams – Creating Teams And Channels |  August 2, 2022 | 1 p.m. - Learn how to set up the space

for your groups to collaborate
● It’s Time For Teams – Collaboration For Workgroups |  June 7, 2022 | 1 p.m. - Learn the platform to help

your team work better and communicate more

EXCEL
● What An Excellent Way To Start |  May 10, 2022 | 10 a.m. - Learn how to get going inside of Excel and build

your foundations
● Let’s Do Sum Thing – Creating Calculations |  June 7, 2022 | 10 a.m. - Learn to go-to formulas for Excel
● Well Dressed Worksheets |  August 16, 2022 | 10 a.m. - Learn the best tools to dress up your spreadsheets
● Function At The Highest Level |  June 22, 2022 | 10 a.m. - Learn the advanced formulas you need to master

your data
● Your Data Your Way – Sort And Filter |  September 6, 2022 | 10 a.m. - See what you want to see with the

power of Sorts, Subtotals, Filters, and Slicers
● Conditional Love For Analyzing Data |  August 30, 2022 | 10 a.m. - Learn the power of Table Formats and

Conditional Formatting to help you analyze your data
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● Visualize This! – Creating Killer Charts |  August 2, 2022 | 10 a.m. - Take your charts to the next level with
advanced features

● Making Data Dynamic – Using Pivottables And Pivotcharts |  July 6, 2022 | 10 a.m. - Learn how to pivot and
slice your data to make better decisions with your data

● One Button Wonders – Automating Workbook Functionality |  July 19, 2022 |  10 a.m. - Learn how to reduce
errors and do repetitive tasks with one click

● Find It Faster – Using Lookup Functions And Formula Auditing |  September 20, 2022 | 10 a.m. - Learn the
power of lookup functions and eradicate your errors

● Tips And Tricks To Help You Excel |  May 24, 2022 | 10 a.m. - Work smarter, faster and easier with the
shortcuts and tools you didn’t know you needed

ONENOTE
● Collaboration For Your Cohort |  July 6, 2022 | 1 p.m. - Learn the one tool your team needs to keep all your

documentation in one place

OUTLOOK
● Tips And Tricks For The Savvy Sender |  July 19, 2022 | 8 a.m. - Learn all the cool tools for working with your

Inbox, Calendar, and Tasks

POWER BI
● Bringing Power Bi To Life |  August 2, 2022 | 3 p.m. - In this introduction to Power BI, see how you can tap

into this tool to make interactive visualizations of your data
● Dax To The Max |  September 6, 2022 | 3 p.m. - Take Power BI to the next level by writing your own Data

Analysis Expressions

POWERPOINT
● Building Powerful Presentations |  July 6, 2022 | 8 a.m. - Create impactful presentations with the right tools
● Show, Don’t Tell – Adding Graphics And Animations |  August 30, 2022 | 8 a.m. - If a picture is worth a

thousand words, learning these graphics and animations will make your presentations speak volumes

WORD
● Tips And Tricks For The Word Wise |  May 10, 2022 | 8 a.m. - Work smarter, faster, and easier with all the

tools you didn’t know you needed
● The Power Of Styles |  September 6, 2022 | 8 a.m. - Formatting your documents is a breeze when you utilize

the power of styles
● Master Your Multi-Page Monsters |  August 2, 2022 | 8 a.m. - Learn the tools to work with long documents in

Word
● Creating ADA Compliant Documents In Word |  June 22, 2022 | 8 a.m. - Learn the tools to make your

documents accessible

WINDOWS
● Tips And Tricks For Your Operating System |  May 10, 2022 | 1 p.m. - Learn all the cool features you didn’t

know you needed
● Working With Files Faster – File Management |  August 30, 2022 | 1 p.m. - Learn how to best organize and

find your files

ADOBE DESIGN SUITE
● What’s New In The Adobe Design Suite |  June 22, 2022  3 p.m. - Take a tour of the newest features available

ACROBAT
● Fun With Fillable Forms - Creating Interactive PDF Forms |  May 24, 2022 | 3 p.m. - Learn how to build

fillable forms, share them, and collect data
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● Taking Forms To The Next Level - Creating Advanced Form Features |  July 19, 2022 | 3 p.m. - Learn how
to add triggers to show and hide additional form features

● Creating ADA Compliant Documents In Acrobat |  August 30, 2022 | 3 p.m. - Learn the tools to make your
documents accessible

ILLUSTRATOR
● Taking Text To The Next Level |  May 10, 2022 | 3 p.m. - Learn all the cool text effects to make your graphics

stand out

INDESIGN
● Building Better Documents |  August 16, 2022 | 3 p.m. - Learn the tools to work faster and easier with your

multi-page documents

PHOTOSHOP
● Making Photos Fabulous With Touch Up Tools |  September 20, 2022 | 3 p.m. - Learn the tools to touch up

your photos like the pros
● It All Starts With Selections – Make And Refine Selections |  July 6, 2022 | 3 p.m. - If you want to affect it,

you gotta select it; learn the tools for making great selections
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